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1. Decide which courses to assess: Assessment Coordinator (hereafter AC) in conjunction with Curriculum/Assessment Committee and Program Directors (PDs) as needed identifies one key course at undergraduate and one course at graduate level for each program. We need to target one key course at each level. Spanish example below.

a. Key courses in Spanish: Introduction to Literature SPAN310 and the SPAN650 Research Methods are both required courses that are considered foundational for the BA and MA respectively, so are good choices.

2. Decide on rubrics for assessment (2008/09 we are assessing writing): AC develops rubrics (provided initially by Aparna Nayak-Guercio) with the Curriculum/Assessment Committee to be sure they are appropriate for assessment of writing at BA and MA levels.

3. Which assignment to assess: Committee and AC decide which assignment to assess. For 2008/09 this decision is made already: we should assess a short writing assignment and not the final paper, unless there is no short paper in the course (according to Michelle St. Germain). 
4. Provide Program Directors with Assessment Report Template and Report Template: AC gives the Program Directors the sample Assessment Report again if they cannot find it. He also gives them the rubrics as decided upon by Curriculum Committee and deadlines for implementation of the assessment.
5. Data collection by instructors: Curriculum/Assessment committee decided that the instructor of the target course must require that the material be turned in electronically, either to TurnItIn or via email to the instructors. This electronic archive will be kept by program directors. Faculty downloading that and examining the documents should be encouraged to save those electronic archives in one place on their computers as a means of creating folders that archive all our assessment documents for each program. If instructors do not know how to create TurnItIn, they need to ask for help from committee or AC.
6. Who assesses? Program Directors either do it with one other faculty member or they assign it within the area. Two faculty should do it for each program (Spanish, French, etc.).

7. Deadlines for assessment as per 2008-09 academic year:
a. Collection of student papers F08: November 30, 2008.

b. Assessment of writing due to AC (two things due: the Revised Assessment Plan + and the Assessment Report 2009): February 15, 2009.

c. Re-assessment if something went wrong or samples were not taken appropriately: by March 15, 2009 need new collection of samples in this case.

d. Assessment reports due to Assessment Coordinator: May 1, 2009.
e. Chair of department sends all reports with cover sheet: May 15, 2009.
